
Display Vendor Record – XK03 
SAP 

T-CODE 
XK03



CLICK THE 
DROPDOWN 

MENU



(1) 
TYPE *VENDOR 

NAME*

CLICK  
DROPDOWN TO 
SELECT TYPE 
OF SEARCHES

(2) 
EXECUTE



SELECT 
THE 

VENDOR



INPUT COH 
& ENTER



Vendor Record-Display



How to Search by DBA’s

How to Search by DBA



Display DBA’s Vendor Record - XK03

CLICK THE 
DROPDOWN 

MENU



CLICK THE 
DROP 
DOWN 
MENU



SELECT  (D) 
TO SEARCH 

BY  DBA



(1) KEY IN
*DBA*

(2) 
EXECUTE



CLICK ON THE 
BINOCULARS



TYPE VENDOR 
NAME & CLICK 
BINOCULARS

CLICK ON 
VENDOR 
NUMBER



CLICK ON THE 
VENDOR 
NUMBER



CLICK THE 
SELECT ALL AND 

EXECUTE TO 
VIEW RECORD



(1) *VENDOR 
NAME*

(2) 
EXECUTE

ADDITIONAL 
WAY TO SEARCH



CLICK ON 
THE 

VENDOR 
NUMBER



CLICK THE 
SELECT ALL AND 

EXECUTE TO VIEW 
THE RECORD



Vendor- Search by EIN # 
ZMM_VEND_LIST MMPU REPORT DISPLAY

VENDOR’S LIST REPORT WITH EMAIL

ZMM_VEND_LIST



CLICK
Dynamic Selection to 
search by EIN /SSN

Search is also available by email
Using the wild card 

*pamela.delangel@xerox.com*
and execute

mailto:*pamela.delangel@xerox.com*


Select 
Tax Number 1 for 
SSN and/or Tax 

Number 2 for EIN



(1) Dynamic Selection type 
in Tax Number 1 

SSN 111-12-1111
Tax Number 2 EIN

11-0000000
(2) 

Execute



If data exist in SAP 
this is a view of the  

report 



How to Search/View Classification Code
XK03 (NIGP CODE)

XK03 to Vendor 
Record and 

execute



Click on 
Environment



Drop down and
Click on 

Classification



Click on the double paper 
icon to open the list of 
numerical NIGP codes 

selected



Scroll to view 
the NIGP codes 
selected by the 

vendor

This is a viewing 
tool only. To add 

NIGP codes please 
contact 

The Vendor’s 
Assistance Desk at

832-393-8800



Use the arrow back 
to move screen or 
exit icon for menu 

table



OA-Partner Function



ME32K

Input OA number 
then Click on 

Header Details (Hat)



Click Partners 
function 

(People icon)



2. Click Level 

1. Click/Highlight the first line of the 
Data Retention Levels.

(Each Purchasing Org must be selected 
individually to partner PI Vendor)



Select the Function 
Field



Input PI in the Function field 
and Vendor Number to be 

partnered in the Number field.



Click Green 
Arrow back and 

Save

Note: 
Vendor Partnered for 
Payment Invoicing



Outline Agreement has 
been changed and PI 

Vendor added
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